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,’Oﬁce Memomndum UNITED STATEQ,

TO : Chlef Management Staff DATE: 2] December 1954

FROM : Chief, Records Managewent Divislon

SUBJECT:  Report on Work Assignment for | | 25X
(30 October 1954 - 30 November 195%)

£

1. On 26 Novewber,[ ______ |handed td | Chief 25X1
o of the Records Center, the last part of the attached draft of
a proposed handbook for the internal operations of the Records

Center. Shortly thereafter I obtained a copy from [ ] 25X1

25X ‘ 2. [ and I have reviewed thils proposed handbook,
consisting of 72 pages, and have the fol}owing comments:

a. Generally, the proposed document is completeg in
that it covers all of the essential operations to be performed
by the Records Center.

n, .
ﬁ&i This ig.essentially an operating manual for inter-
nal use in the Center. It is not intended to be distributed
throughout the. ﬁgsngy. Consequently, there 1s no need for the
handbook to carry the .signature of the DD/A.

¢. Definitions - Items 28 and 0ot appligable.
The distribution of Agency regulations will not be made by the
Records Center when 1t woves to the new location.

4. Part 2 - Accessioning - was revliewed in the report v f,f;ﬂgu
that I submitted to you on 3 November. This part has now been
reworked and 1s generally satisfactory

e. Part 3 - Reference Service - 1s generally satis-
factory except:

(1) A statement should be added to Section 301'02(b)C%‘¢d%éﬁ ,
limiting reference to only those persons who are authorized in —f
writing to have access to records.

(2) The three hour limitation on record searches
should be revised to one hour.

(3) Section 306.05 - should be revised to provide .
that correspondence should be slgned by the Chief of the Records i
Center rather than by the Chief of the Section.

(&) section 309.02 (a) (b) - the time limits specl-m, @/
fied here are not necessary and should be omitted. ”k@é% -
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Section 311.01(b) - the word[_____ |should c:&kb¢4£#§£§(1
be corrected and a parenthetical identification in- §
serted as follows - 4 1

Note: | |
I |

25X1

¢
f. Part 4 - Disposition - should bg revised exten- .pi, .
sively to . reflect the proper application oI procedures to egjr "}:ﬂfh,

problems © 5 Agendﬁf“”Tﬁi@“ &87¢ dogs not weet this object
For instance, Section 03502 (a) is not applicable at all.

Also, Section 403.01 does not clearly define the wanner in which
the disposal of records 1s obtained from the Congress.

This part of the handbook requires considerable
technical knowledge of the authoritles, regulations and statutes
pertaining to records disposition. Therefore, it wlll be re-
vised by a wewber of our staff who has the proper background in
this fleld. :

g. Part 5 - Records Securlty - Much of this section
issi¥§ppliggg%gagecause many- of the security requirements
de bed mu nform to the regulations and procedures of
the | | Specifically, Sections 502.02

(v) Tey (f) and (g), 502.03, 502.04, and 507.01 through 507.05
are not applicable for the above resson.

h. Part 6 - Internal Administration - is generally
applicable.

3. Generally speaking, the content of the proposed manual
is based on waterial developed by the General Services Adminis-
tration for the operation of their records centers., Approxi-
mately 50% of the content of the proposed draft contains material
which was prepared by[______ |after dlscussions with

and other personnel in the Center.

4, After the above revisions are made, it is proposed to
give copies to the personnel in the Center for their use on a
trial basis.

5. This draft of the wanual completes the major assignment
for[____ ]at the Records Center. The work that he has done
since this was turned in will be covered in a report to be sub-
mitted to you for the period ending 27 December 195k.

Attachment
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